CPMS - AMD December 10, 2002
DCPDS
(Web-Based Version — Oracle 11i)
Quick Start Guide
Overview
Introduction This guide explains the initial steps to navigate Oracle 111, the web-based

version of DCPDS. New features in 111 include:

Required fields are highlighted.

List of Values (LOVs) are embedded with the data fields.
Date format allows for free form entry, which is automatically
converted to the correct system format.

e Tabs have replaced many flexfields.

e A Person Summary for viewing all the employee data.

e A Position History for viewing changes to the position record.

e Less down time — no client loads for patches.
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Overview, Continued

See Also
&’

Before You
Begin

System
Maintenance

Modern DCPDS User Guide posted on the DoD CPMS Home Page for
specific processing details.

e Obtain a User Name.

e Set up your secure password.

e Ensure you are:
e Assigned to a routing group.
e Assigned the Workflow Inbox responsibility to view your inbox.
e Assigned a secure view if you use OTA.

Because Oracle 111 is web-based, files are added to your temporary internet
file folder. You should periodically purge this folder. Use the following
steps:

Step Action

1 In the Internet Browser, click Tools/Internet Options on the Main
Toolbar. The Internet Options Window displays. In the middle
Region, “Temporary Internet Files,” states: ‘“Pages you view on
the internet are stored in a special folder for quick viewing later.”

2 Click <Delete Files.> The Delete Files Window Displays.

3 Click <OK>.
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System Changes/New Features

Purpose This section explains some of the system changes and new features in 111 and
the action required to use them.

System Changes/Description/Function

System Changes

Description/Function

Switch Responsibility

Replaced with a new icon on the toolbar (a derby hat).

& |

System Times Out

Leave the Oracle picture on the screen, right click on the
mouse and click “Refresh” on the menu. Saves logging on
again.

Function Key F8 is now
F11

For Query:
e Place the cursor in the first blank data field.
e Press F11 and then Ctrl and F11 simultaneously.

List of Values (LOV5)

Are located within most windows.

Data fields

Color denotes functionality:

Color Types of Data Fields

Blue Query

Yellow Required

White Optional

Gray Cannot be entered (typically
populates)

Record Types

Employee — Ex Applicant: Someone appointed

and hired in DCPDS.
Employee: Someone who was converted from Legacy or
moved from one region to another (Mod to Mod).

Tabs

Replaced alternate regions.

Position has enhanced
Date Tracking

You can view all the history of changes that have occurred
on a position.

RPA, Salary Change,
Awards and Mass
Awards

System calculates percentages.
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System Changes/New Features, Continued

System Changes/Description/Function (continued)

System Changes Description/Function
If you cancel a The employee goes back to previous position.
realignment:
New HR Manager Career Management: (Rating Scales, Competencies,
Navigator Menu Items: Competence Types, Competence requirements, Schools &
Colleges, Qualification Types, Assessment Template, and
Appraisal Template.)
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Logging On

Purpose This section shows you how to log on to Oracle 11i.
Logging On Follow these steps to log on:
Step Action

1 Click on the Oracle 11i Icon on your desktop. The Oracle Rapid
Install Release 11i Web Page displays:

ORACLE . .
Applicscions  RapidInstall Release 11i
[Rapid Install S Oracle Applications Rapid Install Portal
Home
gt il ]
’ Apps L ik These web pages prowmde you with mformation about the Oracle Apphcatons
o L installation created by the Rapid Install, inchiding:
11 Online el « Desenphions of adrmstrative senpts created by the Rapid Install
= Links that can be used to connect you to Oracle Applications
Server Administration

Machine Admun Serpts

2 Click <Apps Logon Links>. The right side of the window

populates:
Al ]
% Rapid Install Release 11i
Logon Options for Oracle Applications 11i
Homme

on Information for Instance SQT11

Laogon to Personal Home Page Personal Home Page 4—
113 Onlime help Logon to CRM Apphcations CEM Home Page

Laogon to Oracle Applicatons Manager Oracle Appheatons Manager
Server Administration

Lastupdated: Apil 21, 2000

HTML 22000 Oracle Corporation

Continued on next page
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Logging On, Continued

Logging On (continued)

Step

Action

3

Click <Personal Home Page>. The Oracle Application Login
Window displays:

‘- 5 6 ) nia malD e

Stop  Fiefesh  Home | Seach Favostes Histoy | Mal  Prd Edt
Adcress |] Hip://Tred emeckd asmy b 8001 /DA_HTMLAUISACHINDE b =] @Go | |Liks

ORACLE User Mame [armstone

T
Applications Passwrord]

Connect

2] Dore oD Inemet

Type your assigned User Name in the User Name field.

(9]

In Password, type in “Password.” Click <Connect> (or Enter).

e Ifyou have established an 11i Password, disregard this
step.

e If you have not established an 11i Password, a screen will
display which will ask you to type in the old (“Password”)
and your own unique password (twice). Click <Connect>.

The Welcome Window displays with the roles assigned to you.
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Purpose

This section shows how to navigate through Oracle 111.

Welcome Window

Step

Action

On the Welcome Window, select your role and double click. For
example: “CIVDOD PERSONNELIST.”

ORACLE"

T YT
Applicatinons

Welcome Dee Armstrong,CPMS-AMD, 7-6500 % 5 -3)

Wain hanu

@ CvDOD CLASSIFIER
2 CWVDOD LN HA MER
& CIDOD LN HR MGR-Azores

y i FEELT

3 CWVDOD NAF HR Mansger (AF)
2 £VDOD NAF HR Manager (Army)
|ﬁ CIVDOD NAF Personnalist (5 )
18] FISC OFF
2w T MNGRISURY

'J’.' CIVDOD OTA ORG TRN MONTOR
2 GDOD OTA PERSONNELIST

% CIVDOD OTA THG COOROINATOR
3 DO OTA TRN ADM

& CvDOD PERSONNELIET

2 CVDOD STAFFER

! GVDOD SUPERMVISOR

& CHDOD SUPE OTA

CIDOD LIS GOW NAF MGR

@ CvDOD VEE REPCRTS

E L0 Classifer I
2 LD Clagsifer - Belgium
& LN Classifier - Cuba
L0 Clagsifier - lcafand
2 L0 Classifier - ltaly =
LI Parsonnatist

LEl Persennelist - Japan
L Staffer

Lt Superssor

Lo VSR Reparls

MGE DECARMS
Ciracle Training

5 F3) ) ) ES ER )

E

US Federal HR Manager

lal
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Navigating, Continued

Welcome Window (continued)

Step Action

2 The Oracle Application 11i Window displays as it is connecting,
stating: “Loading Java Applet.”

7} Orache Applications 11i - Microsoft | xplorer provided by AFPC

7 Copyright ©1998, 1808, 2000, 2001 Cracle Corporation

/3
i Note: The desk top bottom toolbar displays: € Oracle Appl.

3 If you have actions in your inbox, a notification displays:

it b0 v and

Refer to the Workflow Inbox section in this guide to work these
actions after you open the Navigation List. Click <OK>.

A
l Note: Ignore the hour glass which stays on.

Continued on next page
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Navigating, Continued

Navigator Window

Step

Action

1

The Navigator Window displays with two tabs (Functions and
Documents). This list of functions is the starting point to process
actions, build positions, maintain employee records, run reports, etc.
[ Navigator |IET !
Functions § i
Request for Personnel Action:
Enter Personnel Action Information

+ Request for Personnel Action

+ CAO/TRANSFER Request

+ Mass Actions
Workflow Inbox

J + Complaints Tracking
Breakdown Folder
Reduction In Force {RIF}

+ People

+ Recruitment

_ | |+ Work Structures
PSEUDOSFS0

+ View

+ Processes and Reports
Coredoc
PAYS00

+ Local Tables

Top Ten List

Part
Functions Tab

Description
Displays the Navigation List starting
with the RPA, or OTA, etc.,
depending on which role you are in.
Not currently used by DoD.
Displays all the items that may be
performed.

Documents Tab
Navigation List

You may click on the plus sign to expand the functions and the
minus sign to contract them.

Award / One-Time Payment
Cancellation/Correction
;J DOD Correction Process
+ CAO/Transfer
:;—.?J + Change Actions
Details

# @ Appol

— || + Conversion to Demo Project Re
_"'] Extension of NTE

Ferderal Position Chanas

Double click on the item to start a process, or click <Open>.
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Navigating, Continued

Navigator Window continued)

Step

Action

3

To set up a Top Ten List of your most frequently performed
actions, highlight the item on the list and click the middle arrow
key to the right. The item displays under “Top Ten List.”

For example: Highlight Workflow Inbox and click the arrow key.
The Top Ten List populates with “1. Customizable Workflow
Worklist.”

Advanced workflow worklist with the option to personalize worklist search and display

+ Request for Personnel Action Top Ten List
+ CAOTRANSFER Request 1. Customizable Workflow Worklist
o ||+ Mass Actions

&

Braakdown Folder
Reduction In Force {RIF)

+ People

+ Recruitment

+ Work Structures
PSEUDOSFSD

+ Wiew

+ Processes and Reports
Coredoc
PAYS00

+ Local Tables

|

To view your inbox in the future, you only need to type a “1” to
open the Worklist.
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Toolbar Icons
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Click the Icon on the toolbar to display the function:

BYOI& . SP 8 2E L0049 BB

Record Fihd Navigator

New L Returnto Save Next l Cl<|>se
Step P

int Folder CL Clpy

Paste Clear

J Edlt L Folder Effective Date Export
Record Delete Attachiments Tools Date Track Data Help

Alter

Functions, Shortcut Keys, and Icons in Alphabetical Order:

w/blue arrow)

Functions Shortcut Keys/ Icons Functions Shortcut Keys/

Icons

Alter Effective Find (flashlight)

Date (calendar) Bi &

Attachments Folder Tools :

(paper clip) V @ 1

Block Menu Ctrl+B List of Values Ctrl+L

Clear Block F7 List Tab Pages F2

Clear Field F5 Next Block Shift+PageDown

Clear Form F8 Next Field Tab

Clear Record F6 Next Primary Key Shift+F7

Commit/Save Ctrl+S Next Record Down

Clear Record Export Data (document E

(Pencil eraser) 1B w/blue arrow) =

Count Query F12 List of Values Ctrl+L

Copy List Tab Pages F2

(documents)

Close Form New (green plus)

(yellow folder

Cut (scissors)

Next Step (arrows on
document)

Date Track Next Set of Records Shift +F8
History
Delete Record Ctrl+Up Previous Block Shift+PageUp
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Toolbar Icons, Functions, and Shortcut Keys, Continued

Functions, Shortcut Keys, and Icons in Alphabetical Order: (continued)

Function Shortcut/ Icon Function Shortcut/Icon
Delete (Red X) y Previous Field Shift+Tab
Display Error Shift+Ctrl+E Previous Record Up
Down Down Print Ctrl+P
Duplicate Field | Shift+F5 Print (printer) _

&
Duplicate Shift+F6 Return Return
Record
Edit (pencil) Save (yellow disc)
A &
Edit Ctrl+E Show Navigator- returns 'EE'
to Menu
Enter Query F11 (Press twice to Help Ctrl+H
display last query)

Execute Query | Ctrl+F11 (Use for blind Insert Record Ctrl+Down

queries to retrieve all

records)
Exit F4 Translations Not used
Paste . More Information < >

i Available
Window Help [ Zoom Not used
(blue question ?
mark)
Switch
Responsibility ﬁ
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Request for Personnel Action (RPA)

Accessing the RPA

Step

Action

1

4

On the Navigator Window, double click on the action to be
processed, for example, Appointment, and the RPA
Appointment displays.

Note: Refer to section, “Helpful Function Keys and Icons” in this
Guide for an explanation or description of the Toolbar Icons.

Toolbar Icons >
Tabs >
1 Actions Raquested 2 Request Mumnber
Appointment
3 For Additional Information Call (Full Mams) Telephone Number 4 Prop. Eff Date ASAP
| r
5 Action Requestad By (Full Mame) Title : I{ngx_lest Date
B Action Authorizad P—=—"24 £ Title I.QU_"P_UIT!F!!?.P_Q’_‘.!._
Lov [P [
*ART B - For Preparation of SF 50 = =
T R A e T First Name Middle Marme
2 Social Security Mumber __ 3DeteofBith 14 Effective Date
“IRST ACTION - . SECOND ACTION
5-4Code 5B Nature of Action 6-A Code  B-B Nature of Action
5.0 Code. ﬁ;llgs&w»am_wm S {&Eﬁeﬁs_ B:D Legal Authority
2 There are four tabs across the top:
e Requesting Info
e Position Data
e Employee and Position Data
o Remarks and Address
Completing the RPA
Step Action
1 Complete the data fields on Requesting Info Tab, using the “pop
lists” attached to each data field.
2 Proceed to the next tab until the RPA is complete.
3 Save.
Continued on next page
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Request for Personnel Action (RPA), Continued

Completing the RPA (continued)

Step

Action

4

Click <Extra Information>. The Extra Information Flexfields
display:

Extra PA Request informatieniGulsby, Gloria AlCareer Appointmg

US Fed Benefit Danger Pay
lUSFed BeneftEDPPay
US Fed Benefit Forelgn Lang Prof Pay

Click on US Fed Agency Data. Click in the Details Box.
The Extra PA Request Information Flexfield displays with
information in the appropriate fields:

= Exiraa PA Request information

Click on US Fed Payroll Type. Complete the data entry and
complete the remaining flexfields.

Save and Route.

111 Quick Start Guide
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Workflow Inbox

Accessing the Your system administrator must add the Workflow Inbox to the menu for a

Workflow responsibility assigned to you before you can access it and view your
&bolilor Worklist. It is used to manage your RPAs and Notifications, i.e., HR
orklist

updates, WGI Notices, etc. For example, a Mass Realignment will display a

notice on each employee realigned.

e [t lets you choose which notifications to display and what information
to display for those notifications.

e In addition to the preconfigured Worklist viewing options, you can
create personal Worklist views by defining a set of filtering criteria to
determine what types of notifications and properties to display.

e Youcan:

e Perform one-time searches to locate notifications you want to
view.
e Save the search criteria as a personal Worklist view to repeat

the same search later.

e Respond to your notifications.

e Reassign notifications to another user.

e Request more information about a notification from another user,

f and define automatic notification routing rules.

Note: Your System Administrator can turn off notices that may fill up your
viewing space in the inbox, such as notices for the manager to approve an
RPA; a Personnelist to approve an RPA, and Auto WGI notices.

Step Action
1 On the Navigator Window, double click on Workflow Inbox.

&% Mavigator - CIVDOD PERSONNELIST |

Functions § Documents
Request for Personnel Action:
Enter Personnel Action Infarmation

+ HRegquest for Pesonnel Action Top Ten List
+ CAQ/TRANSFER Request
| |+ Mass Actions

- orkflow Inbox

; + Complaints Tracking
| Breakdown Folder

4 || Reduction In Force (RIF)
¥ People

_*‘*g + Recruitment

||+ Work Structures

-
]

PEEUDOSFSD
+ Wiew

Continued on next page
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Workflow Inbox, Continued
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Accessing the Workflow Inbox or Worklist (continued)

Wiew | Cpen Notifications -iﬂ Personalize

Select Notification(s) and ...
B

Select All | Selec Mone

Step Action
2 The Worklist Window displays:
ORACLE'
Workflow
Worklist

Select one of the search queries frorm the pulldown list and choose the "Go” button to view the resulis. Simple Search
To creale a new saved search or update an existing one select the "Personalize” button,

Opai I Reassign l
Mext 25

|sent __[oue]

Select anmiTyp.e. |$uhje1:t
r Federal HR - Personnel BPA - Realianment - Rec# MR 20-Nov-2002
Action
r Federal HR - Persannel 20-Mov-2002
Action
I Faderal HR - Personnal 19-Now-2002
Action
r Federal HR - Persannel 19-Noy-2002
Action
r Federal HR - Personngl A5 R T
Worklist The features associated with this new inbox for viewing and responding to
Window notifications are:
Description e Simple and advanced searches
e (Customized views (Personalize)
e Open and reassign
e Creating routing rules to manage your notifications
Buttons/Links Function
Return to To be developed.
Portal
Logout To be developed.
Preferences Displays a General Preference Window — not currently used.
Help Assists with the window.
View List of preconfigured views.
Go Execute the search to review the results.
Personalize Creates a custom view
Simple Search | Locates a one-time search of notifications that match your
criteria

111 Quick Start Guide
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Workflow Inbox, Continued

Worklist Window Description (continued)

Buttons/Links

Function

Open

Opens the selected notification.

Reassign

Currently not available.

Select All

Selects all notifications on the current page using check boxes.

Select None

Deselects notifications.

Next

Allow you to view next 25 notifications for the preconfigured
views. (Customized views can be set for a different number to
view.)

Columns

Allows you to sort the columns by clicking on the desired
column. By default, the list is sorted by sent date from most
recent to oldest, and then by subject in alphabetical order. For
example, click on Subject and the notifications are sorted
alphabetically by subject, i.e., all the cancellations are listed
together, and all the corrections are listed together, by Sent date.

From The role from which the notification was sent.

To The role to which the notification was sent.

Type Displays name of the item type of the
notification:

e Federal HR-Personnel Action (RPA),
e OTA Training Request Forms.
Subject | Description of the notification.

Sent Date when the notification was delivered.
Due Date by which the notification should be
completed.

Status Shows “Open,” “Closed,” or “Cancelled.”

111 Quick Start Guide
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Workflow Inbox, Continued

Viewing the Details of a Notification

Step Action

1 Navigate to the full details of a notification by clicking on the
notification’s underlined Subject link.
Worklist

Select one of the search queries from the pulldown list and choose the "Go™ button 1o view the resulls, :
K e 4 Simple Search
To create @ new saved search or update an existing one select the "Personalize”™ button,

View | Open Motifications -IE m
Select Notification(s) and ... Open | Reassign |
- Next 25

¢t ong 5 Next 25

Select From|Type 1S=1hje|:t 3 g ISenl ‘DHEI
= Federal HR - Persannel BEA . Realonment . Rec# .‘a‘.PE"‘a?'-"-'HD* 20-Now-2002
Action ; = ;
r Federal HR - Personnel  BPA - Reglignment - Req# MREAIZ13.2107 20-Now-2002
Action
r Faderal HR - Personnel  Bpa - Agpointment NTE 15-MAR-Z003 - Reaf (ZNOVIIEA3S 19-Now-2002
Action
2 The Notification Details Window displays:
WoOTrKIIow T oo et

Subject RPA: Realignment : Regd MREB4721.2102

Sent 20.Nov-2002 06:02:20

To CAQ Notifications

Mame POl Tripp, Lorraine / 1991
Effective Date - 15-JAN-2002 Proposed Effective Date | ASAP
Current Status | APPROVED
Routing Group - ARMYFAB - Army Fab Routing Group
Date Recsived © 20-NOWV-2002 Date Initiated | 20-NOV-2002
Organization : US ARMY ACQ EXEC SPT AGCY, LONG TERM TARAEW27PAT 01
NOA Family - Realignment
First Action Requested : 790 - Realignment
Second Action Requested
Update HR Emor - ORA-20001: CIV_PAYROLL_S00_11:

Attachments

Response

%

Submi Reassign More Information 2

Batym 1o Worklist

e If you revisit a notification to which you have already
responded, the Response section indicates that the
response has been submitted, and displays the response
values that were submitted.

e [fanotification does not require a response, the Response
section indicates that as well. Choose the Close button in
the Response section to close the notification so that it
does not appear in your Worklist the next time you view
your open notifications.

Continued on next page
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Workflow Inbox, ¢
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ontinued

Viewing the Details of a Notification (continued)

Step

Action

3

Click on the attached form icon in the Response section to act on
the notification.

Response

=

Submil Reassign More Infermation 2

Batyrm to Worklist b

The Launching Form window dlsplays
A Launching Form ... - Microselt SHS [ [JF1]

Please look for the form m the
Mavigator window

Keep Window j

You can choose <Keep Window> to continue displaying the
launch window. Otherwise, this window automatically closes after
30 seconds.

i Javea 4

l?

The Request for Personnel Action form displays with the details
of the selected notification.

Requesting Info

-~ PART A - Requesting Office S R
|1 Actions Reguested 2 Request Numbar
Rolgnment [ —

. 3 For Additienal Information Call {Full Name] Telephone Murnber 4 . Eff. Date  ASAR
| { | -

| 5 Action Requested By (Full Name) Title: Request Date

| 6 Action Authorized By (Full Name) ,ﬂg Concurrence Date
PARTB - For Preparation of SES0

1 Last Name First Name Middle Narne

ﬁ:n'pp fl:l‘;.illk

- 2 Social Security Number 3 Date of Binh 4 Effective Date

1 [ 16-HOV-1969 I15.m|2m2
- FIRSTACH N - PR : SECOHD mn B

| EACode 58 anue quclnn | A Code &8 Nature nl‘Mun

Note: If the RPA does not open when selected, it might be
“minimized” and you have to click on the Oracle Application at
the bottom of your desktop to retrieve it.

Enter your information. Save and route the RPA. Or, if you need
more information, close.
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Workflow Inbox, Continued

Viewing the Details of a Notification (continued)

Step

Action

7

To request additional information for an RPA, click on the More

Information link.
Response
% <_

Submil Beassign Mope Information =

Batum 1o Worklist

The Request More Information window displays:

ORACLE
\\E )rkﬂ-( W Return to Portal Logout Preferences

Subject RPA : Realignment : Req# MRES4721.2102

Request Mare Information From & Workflow Participant E

 Any User I &

# |nformation Requested =

Cancel Subrmtl
Eeturn to Portal | Logout | Prefsrences

Copyright 2001 Oracle Corporation. &ll rights reserved. Privacy Statement

Select Any User, and click on the flashlight. The Search and
Select List of Values window is displayed:

] Search and Select List of Yalues - Microsoft Internet Explorer provided by AFPC

Search and Select: Any User

Search

To fired your dem, select & flter Bom in the puldown kst and enter some letiars in the tecd fleld, Lhe

Search by |D|sp|ar,I Mlame j '

Results

Display Name User Name:

111 Quick Start Guide
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Workflow Inbox, Continued

December 10, 2002

Viewing the Details of a Notification (continued)

Step

Action

10

Search and Select: Any User

Search

Tio fired ol dan, Seiect & flter Bemin

Choose Search By, Display Name on the drop down list, and enter
a value for the display name using the wildcard (%) to search, if
necessary. Click <Go> to view the results of the search.

the puliderw) kst and enter some letters i the

Search by |D|sp|a',' HName j IJum%

Results

1-7 of 7 =] Mext
User Hame
PEGGY. YORK
LEPCREM
EATONG
GIACOIAR
YAMADAR
TAIRAJ
INABATAL

11

indicated by the sterisk.

oRACLE
Workflow

In the Results section, select a name by clicking on the underlined
Display Name. The Request More Information window
displays with the selected User Name. Enter your remarks in the
Information Requested section. This datafield is required as

Subject  RPA: Realignment : Reg# MREB4721.2102

Request More Information From ¢ Workflow Participant 'l

& Any User [Johtetn, Michells L Q’(I’

Retunto Pordel Looud Frefeences

Copyright 2001 Cracle Corporntion. Al rights reserved

# Information Requested [Blagce provde additional information]

2
i
el | Submit 4—-
sty to Podal | Logout | Preferences
MI.‘&\"{ ‘-‘IMPNﬂ

111 Quick Start Guide

Continued on next page

Page 22 of 88



CPMS - AMD December 10, 2002

Workflow Inbox, Continued

Viewing the Details of a Notification (continued)

Step Action

12 Click <Submit>. The request is sent to the specified user. The user
opens up the notification and the following displays:

ORACLE’ _
\\( ’l‘Iiﬂf T Fatyrnio Poral Logod  Preferances Help

Subject RPA: Realignment : Reqg# MRES4T21.2102

Sent 20.Nov-Z002 06:02:20

To Johtetn, Michelle L

__’ History  #%Johtetn, Michelle L @21-Now.2002):Please provide additional infarmation
Mame { POl Tripp, Lorraine f 1991
Effective Date : 15-JAN-2002 Proposed Effective Date - ASAP
Current Status . APPROVED
Routing Group - ARMYFAB - Ay Fab Routing Group
Date Received | 20-NOWV-2002 Date Initiated ; 20-NOV-2002
QOrganization : US ARMY ACQ EXEC SPT AGCY, LONG TERM TARAEW2TPAT 01
MOA Family . Realignment
First Action Requested | 790 - Realignment
Second Action Requested |
Update HR Error - ORA-20001: CIV_PAYROLL_500_11

Attachments
Response

——» 7 -

This History line shows who the request was sent to along with
comments from the sender. The receiver then clicks on the
Response Icon.

You can also select <Cancel,> to return to the previous page
without sending the request. After you request more information for
a notification, the notification does not appear in your Worklist as
an open notification until the user responds to your request.
However you can still view the notification by selecting the view
Notifications From Me from the Worklist window.

e Ifyou do not want to wait for the additional information
requested, you can respond to the notification using the
Response section of the Notification Details page. In this
case, your pending request is cancelled.

e Ifyou want to request more information from a different
user, you can submit a new request using the <More
Information> button in the Response section of the
Notification Details page. In this case, your initial request is
replaced by the new request, and only the user to whom you
sent the new request can respond with more information.

Continued on next page
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Workflow Inbox, Continued

Simple Search

Step Action
1 On the Worklist Window, click <Simple Search>. The Simple
Search Window displays:
ORACLE S
Workflow E—
Simple Search
Type in a search string to find a specific object or results set Advanced Search Waorklist
Subject ||
From |
Sent
ﬂ[ Claar
Select From Type Subject Sent Duwe S'x.taﬂ.as
rch conducted.
t or auto-respond 1o natifications wsing ro.
Save Search
2 Enter your search criteria to locate specific notifications. The
search options are Subject, From, and Sent. For example, in the
Subject data field enter “Realignment”, “Cash Awards,” or
“Corrections,” etc. The Simple Search Window displays with the
Subject data field populated (“Realignment” in this example).
Simple Search
Type in & search string to find 3 specific object or results set Advanced Search 1 Worklist [
> Subject |Rea|lgnlnen1
From |
Sent
El Clear
3 Click <Go>.
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Workflow Inbox, Continued

Simple Search (continued)

Step Action

4 The Simple Search Window displays with the notifications that
match your criteria including those that are closed. Click <Save>
to save your search for a future view. If this search does not
provide enough parameters, you can go to the <Advanced

Search> for additional features.
WOTKIIONN

Simple Search
Type in a search string to find a specific object or results sel. Advanced Search I Workfist [

Subject |Re alignrment

From |
Sent
E’ﬂ Clear

Select Notification(s) and ... Open | Reassign
Select All | Selact None reviowrs |1-10 of 10 3 =

Select From 1Type ISubjeci K ISenl fﬂue iSia!us I
[ Federal HR - Personnel Action RPA . Realignment - Regh MRESAT21-2102 20-Mov- 2002 Cpen
I Fedaral HR - Parsonnel Action BPA - Realignment - Rack MREES4T13-2102 20-Mow. 2002 Open
™ Federal HR - Personnel Action EPA . Realonment . Req# MRESSREE-2054 19-Naow- 2002 Open
r Federal HR - Personnel Action HPA : Realignment : Reof DXNOWVDTEIST 19-Noy- 2002 Cpen
r Federal HR - Personnel Action RPA - Reslignment . Reg# MRERI8EE- 2004 18-Mow-2002 Closed

L
Note: The total number of records that match your criteria is
indicated above the notifications list.

Advanced Search

Step Action
1 On the Simple Search Window, click <Advanced.> The
Advanced Search Window displays:

Advanced Search

Specify parameters and values to filter the data that is displayed in your results sel Simple Search Worklist

& Show 1able data when all conditions are met.
" Show table data when any condition 15 met,

Subject | j[
From | jl
Wessage Altribute | ﬂ|
Sent | =]
Go| Clear | Add column =] Add |
Select From Type Suhject Sent Due Stams.
Mo search conducted

&TIP: Redirect or auto-respond to notifications usi

puting rules

Continued on next page
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Advanced Search (continued)

Step Action
2 Select one of the options for locating specific notifications.
Select one of the two radio buttons:
e “Show table data when all conditions are met.” (Results in
notifications that only met all of your criteria.)
e “Show table data when any condition is met.” (Results in
notifications that match at least one of your search criteria.)
3 To select notifications that meet all conditions, click the first radio
button.
Advanced Search
Specify paramaters and values to filter the data that is displayed in your results set Simple Search Worklist [
» # Show table data when all conditions are met.
™ Show table data when any condition is met,
Subject  [is >|[Realignment
From | ﬂl
Wessage Altribute | ﬂ|
Sent  [aker l[18-Mov-z002
Go| Clear| Addcolumn [ 7] Add]
Select From Type Subject Sent Due Stams. .
No search conducted.
@ TIP: Redirect or aulo-re otificat e
4 In the Subject drop down hst select “contains.”
5 Enter “Realignment” in the subject data field.
6 In the Sent drop down list, select “after” and enter the date.
7 Click <Go>. The Advanced Search result dlsplays
Select Notification(s) and Open | Reassign
1808+
Select From lTJf;re |S|_1I_!jett.' lSsnl [_us iSlfﬂus |
r Federal HR - Parsonnel Action RPA : Reslignmean . Rac# MEERY 2 20-hlow-2002 Open
- Federal HR - Personnel Action [PA - Realignment © Regr MREB4T13-2102 20-Noy-2002 Open
r Federal HR - Parsonnel Action RPA - Healignmen ; Rea MREESSEEE-2004 19 Ngy- 2002 Closed
I Federal HR - Parsonnel Action RPA - Realignment | Regl 0ZNOVITETST 19 Mow-2002 Closed
r Federal HR - Personnel Action BPA . Realignmeant : Begh MRERIEEE-2084 18-Nev-2002 Closed
r Federal HR - Personnel Action ant - Regi MRESI0E0- 2064 18- hoy-2002 Clozed
r Federal HR - Personnel Action Reg MRERIBE3-2084 18-MNoy-2002 Closed
r Fedaral HR - Personnel Action . Ragit MRESR0ED- 2054 18-Novw-2002 Clozad
FTIP; Redicect or avto-réspond te notifications using
Save Search 4-_
8 You can save this search criteria for future use by clicking <Save
Search> at the bottom of the Worklist. The Create View
Window displays. Follow the procedures for creating a view if
desired. See Personalized View in this section for details.
Continued on next page
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Personalized View

Step

Action

1

Select
Salect Al

Select Lo
-

-

The Worklist Window defaults to “Open Notifications.” There
are four other preconfigured views on the drop down list:

All Notifications

FYT Notifications (Includes those not routed for approval)
Notifications From Me (Only those you generated)

To Do Notifications (Require actions)

Example:

Worklist
Select ane of the search quenes from the pulidewn list and choose the "Go™ button to view the results. Simple Search |

To create a new saved search or update an existing one select the “Personalize” buttan.

“Wiew |Open Notifications vlﬂi Personalize |

Federal HR - Persannel

Action
Federal HR - Personnel

All Notifications Open | Reassign |

FY¥I Notifications Py MNext 25

i |subject ¢ [sent |pus
20-how- 2002

kflow Training Requect Awaiting Approval
Updale HP Complets | BPA : Ext of Pramation NTE 31-ALKG. 2002 20-Now- 2002

Blag#t IENOVIES5E

Update HR Complete . RPA - Promotion NTE 31-JUL-2000 - Reg# Mo 017

a

P

b 2t e i

Salect View Name

Al Notifications

F Y1 Notific atians
Motifications From Me
Open Notifications

To Do Motifications

Eetum 1o Workhst

Use any of the preconfigured views, or create your own view.
Click <Personalize>. The Personal Worklist Views Window
displays:

Personal Worklist Views
Balowis alist of all pre-configured andfor personalized views applicable to “Worldist" table on the pravious
SCreen.

Select View and ...

reious |15 of 8 7] vent
Description Last Update Date Default
01-Oct-2002 Mo
01-Oet-2002 Mo
01-Oict-2002 Mo
01-Oct-2002 Mo
01-Oct-2002 Mo

Brefarances | Halp

Upda‘bai Dalelei Duplicate I

Creale View 4——
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Workflow Inbox, Continued

Personalized View (continued)

Step

Action

3

¢ You can duplicate one of the preconfigured views by
selecting one of the views and clicking <Duplicate>.

e Or you can create your own view, by clicking on the
Create View Link at the bottom of the window.

To duplicate a preconfigured view, select the view to duplicate, i.e.
Open Notifications. Click <Duplicate>. The Duplicate View
Window displays:

Duplicate View
Below is a list of attributes that can be edited to change the view andfor filter the data that is displayed in your table
General Properties

= View Name |M',' Open Realignments

MNumber of Rows Displayed m

Set as Default [T

Description iy Gpen Realignments =
H
Column Properties
Update the appropriate column altibutes as desired. Advanced setfings J
Celumns Shown and Column Order
Available Columns Columns Displayed (in Order)
IStatus IFrom

In the General Properties section, enter a View Name, Number
of Rows to be displayed, and a Description. 1f you would like this
view to be the default view when opening the Worklist, check the
Set as Default box (currently not working.)

Under Column Properties, update the columns to be displayed,
and the order in which they are displayed, as needed.

-

= View Name |M',' Open Realignments

Mumber of Rows Displayed |25 Rows 'I

Set as Defaul [T

Description My Open Realignments =
B
Column Properties
Update the appropriale column alinbutes as desired. Advanced settings
Columns Shown and Column Order
Available Columns Columns Displayed (in Order)
Status From
Closed Bbove Type
Priority Subject
From Me Mave Al [Sent
Information Reguested From - |Due
Motification 1D
To Hamove
Eamove
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Personalized View (continued)

Step

Action

6

Search GQuery to Filter Data in your Worklist

Specify parameters and values to filter the data that is displayed in your table
¥ Show fable data when all conditions are met.

" Show table data when any condition is met

Status 1,3 ;“OF'EN
Subject lconlains jlﬁ‘ealignmenﬂ
Add column | Subgect ~ | Add
Reverl
Cancel | Apply <—
Beturn to Podal | Logout | Preferences | Help
Copyright 2001 Oracle Corporation. AR rights ressned, Privacy Statemerd

Click on <Apply> when finished to save the new view.

Use the Sort Settings section to modify any of the default
settings for your custom view.

To specify additional parameters and values to filter data,
make changes in the Search Query to Filter Data in your
Worklist section.

IR olumns wilh tolaling cagatiktios shown can only display as e end columns of the Tabla ]
Sort Settings 2
Column Hame + Sort Order
First Sort [Sent EI | descending E'
Second Sort| Subject =l [aseending ]
Third Sort| =1 [no sot order =]

The Personal Worklist Views Window displays, and the list of
views now includes the new custom view, My Open
Realignments. Click on the Return to Worklist link to select
and view the results of My Open Realignments.

Personal Worklist Views
Below is alist of all pre-configured and/or personalized views applicable to "Workdist" table on the previous

screan
Select Wiew and ... Update | Delete | Duplicate I
[16 of 6 =] 1zt
Select View Hame Description Last Update Date Default
Al Netifications 01-Det-2002 No
T FYI Notifications 01-Oct-2002 No
My Open Realignments My Open Realignments 21-Now-2002 Na
©  Notifications From Me 01-Oet-2002 o
©  Open Notifications 01-Oct-2002 No
©  To Do Notifications 01-Oct-2002 No

—> Batumn 1o YWorkfist Craate View
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Workflow Inbox, Continued

Personalized View (continued)

Step Action
8 After selecting My Open Realignments view, the results display:

Worklist
Select one of the search quenes from the pulidown st and choase the "Ga® button to view the results Shria Soiren |'
To create a new saved search or update an existing one select the "Personalze” button. P

Vigw |My Open Realignments -'I GUI Personalize

Select Notification{s) and ... Open | Reassign
Salect All | Seloct Mong Pre 1-20f2 = t
Select From }_T)dpe JSub_lec! |Son! 5 |D||o I
r Federal HR - Parsonnel Action BPA . Realignment ; Req# MMRERT (3-2102 20 Now- 2002
r Federal HR - Personnel Action REA ;. Reabgnment ; Beg# MREST 22102 20-Now- 2002

@TIP: Redirect or awto-respond 1o notifcations using wuling nilas

Ereferences
Copyright 2001 Cracle Corporafion, Al rights reserved Privacy Statemect

9 To create your own custom view, click on the <Personalize>
button from the Worklist Window. The Personal Worklist Views
Window displays.

Personal Worklist Views
Below is alist of all pre-configured andfor personalized views applicable to "Worldist" table on the previous

sCreen
SelectView and .., Update | Dlete | Duplicate I
|16 of6 =] 112t

Select View Hame Deseription Last Update Date Default

Al Netifications 01-Oct-2002 No

T FYI Notifications 01-Oct-2002 No

My Open Realignments My Open Realignments 21-Mow-2002 No

© Notifications From he 01-Oct-2002 No

" Open Notifications 01-Oct-2002 No

©  To Do Notifications 01-Oct-2002 o
Retum 10 Worklist Craste View 4_

al 1 of
Click on the underlined Create View link.

10 | Follow the instructions for Duplicate view (Steps 4 — 6), to create
a new custom view.

Continued on next page
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Workflow Inbox, Continued

Creating You can create customized routing rules for automatic notification

Routing Rules

processing. For example, you can route certain types of notifications to a co-

worker for coordination.

Step

Action

1

On the Worklist Window click the underlined routing rules link
at the bottom of the window:

Select Motification(s} and ... Open | Re
@Tp Redirect or aute-respond 1o notifications using rpuling nilas
Return to PRI | Logout | Preferences
Copymight 2001 Oracle Corporation. A3 rights reserved Privac

The Notification Routing Rules Window displays:

Motification Routing Rules

You have not setup any notification routing rules, Please use the Create Rule button to create a new
notification routing rule

Beturn
Copyright 2001 Oracke Corporation, Al rights reserved.,

Create Ruyle
to Poftal | Logout | Preferences | Help I

Brivacy Statefnecd

Click on the underlined Create Rule. The Activating Type of
Notification window displays:

Activating Type of Natification
Select the type of notification that will actiate this rule,
* lem Type | j

sedecten you will ship to Siep 3

guting Fules Sten 1 of 3 MNewt

Fetum to Fonal | Logout | Prfrances | Help
Copryright 2001 Oracle Corporaian, AL rights reserved Privacy Statement

4

Choose a type of notification from the drop down list:
heim Typehalifcation R
Activating Type of Notification

Select the type of notification that will activate this rule,
* ltem Type | |

- All-

ICAD ACTIONS
“{Change of office
Federal HR - Personnel Action oyt |
Copryright 2001 Cracle CodF ederal HR - Within Grade Increase
Training Request Workfow
Trangfer

Note: If you choose “All” you can skip to Step 3 Next at the
lower right corner.
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Workflow Inbox, Continued

Creating Routing Rules (continued)

CAUTI

Step Action
5 Click <Next>. The Rule Response Window displays:
Rule Response
Rule Response
Complete the form below to sat up the proper response for the rule
tem Type Al
Matdfication Al
# Start Date [21-Nov-_?‘m2
End Date [ —
Message — 3
Craratard ;I
Work ltem & qea;;.;n'r; '|. <&
& Delegate authority for responding 1o this notification
 Transfer ownarship of this notification
6 Enter values in the Start Date and End Date fields to specify the

period that this rule should be active.
If you leave the Start Date blank, the rule is effective
immediately.
If you leave the End Date blank, the rule is effective
indefinitely.
ON: Since you can define different rules for the same

notifications to be effective at different time, the system allows
you to define multiple rules for the same notifications.

You should be careful to ensure that rules for the same

notifications do not overlap in their effective dates.

If multiple rules are effective for the same notification,

Workflow picks one rule at random to apply.

f

In the Message field, enter any text that you want to append to the
notification when the rule is applies.

Note: “Reassign to” is currently under development.
8 Choose:

e <Submit> to save the rule,

e <Cancel> to return to the Worklist without creating or
updating the rule, or,

e <Back> if you are creating a new rule, to return to the
previous page.
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Position Window

Introduction There are new features to the Position area:

Position history is now date tracked. It allows you to:
¢ Query the position at a certain date,
e View the past changes made to the position,
e Make multiple changes on the same day.
e Correct — Changes back to date the position was established;
e Update — Changes from this date forward.
Position Type on the Position Details Tab contains new data:
¢ Single Incumbent (Defaults to all new positions)
e None (Reflected in converted records — need to be changed to Single
Incumbent)
e Pooled (Not currently used)
e Shared (Not currently used)
On the Hiring Information Tab, Full Time Equivalent (FTE) and
Headcount default to “1.” (You can change the FTE for reports.)
Updatable data fields are yellow and white; gray fields are not used by DoD.
When you delete positions, the sequence numbers are recycled and are used
again.
Position Name is now Date Effective Name, so you can use date tracking and
view the position name as of that date.

Accessing the Position Window

Step

Action

1

On the Navigator Window, click Work Structure — Position
— Description.

Functions | Documents.

Waork Structures:Position:Description
Enter Position names

+ Request for Personnel Action = Top Ten List
+ CAODTRANSFER Reguest

| |+ Mass Actions

Chvilian Inbox -
| |+ Complaints Tracking *'
Breakidown Folder

F HReduction In Force (RIF) -
_ 1. People o
_',‘": + Recruitment i
_ | |- Work Structures
| Location

+ Organization
+ Joh

- Pasition

Qpen

Continued on next page
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Position Window, Continued

Accessing the Position Window (continued)

Step Action
2 The Find Positions Form displays:

== Find Positions

Marre

Hiring Status

This form is a new feature provides you an easy method to retrieve
a blank Position Window for building a new position, and for
querying current positions in the data base.

* You can query on any of the data fields associated with

the Name (now Date Effective Name) data fields.

e You can use the Sequence Number.
You don’t have to use the periods to separate data, i.e.,
“”“PERSONNEL%” is now just “PERSONNEL%.”

Continued on next page
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Position Window, Continued

Accessing the Position Window (continued)

Step

Action

3

On the Find Positions Form, click in the name data field. The
Position Flexfield Form displays with a system-generated
Sequence Number, (which is an identified problem to be fixed.)
All fields should be blank before entering your query.

Fostion Type -
L

T D T KT G

( Click <Clear>. A blank Position Flexfield form displays.
Note: Do not click <Find> without entering data in one of the
fields. It causes a lengthy delay while the system searches the
entire position data base.

LN

Enter search criteria in an appropriate field followed by a % sign.
For example, in the Title data field, enter “PERSONNEL%,” to
retrieve all positions with “PERSONNEL” in the Title.

= Flexiald

- D D S G

7

NOTE: The fields are case sensitive. If the Title was built with
all caps, you must use all caps when entering the Title
information.
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Accessing the Position Window (continued)

Step Action

6
the Name data field:

e

Job

Click <OK>. The Find Positions form displays with the info in

WEG 0 PERSONNEL ...
Hing Sao- -

Crgamization

Locafion

I S

Click <Find>. The Position Window

position that matches your criteria:

dadn R L L

Position Details

Start Date |[[FNEEREES |-

displays with the first

Date Effective Name (00000.PERSONNEL ADMIN SP63084.NGAR AGR

Type |None v Permanent I~ Seasanal
- Organization |H0 STARC CA NGARWEAYAA Froposed End Dale
| Job 0001.AGR Proposed End Date i
i T
| Status ﬁﬂive Start Date ﬁimmm Proposed End Date :
Location 063150067 Status [Valid
o EROVE DAt e~ oo e
From [07-AUG-1995 To | Further Info | 1}

The message bar at the bottom of the window displays “Record:
1/?” indicating there is more than one record. Use the Up and
Down Keys to search for the position you need.

Building a New Position

Step

Action

1 If you need to build a new position,

1. Click <New>. The Position Window displays.
2. Enter the information in the four tabs and taskflow buttons.

3. Validate and Save.
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Position Window, Continued

Querying a Current Position

Step Action
1 If you need to view a current position, or make changes to a current
position, you can use the usual query method:
1. Close the Find Positions Form. The Position Details
Form displays.
2. Press F11 (prior to clicking anywhere on the form), to
query the position.
3. Enter the name of the position in the Date Effective
Name data field, for example: “.PERSONNEL%”.
4. Press Ctrl and F11 simultaneously. The first position
with the query criteria displays.
5. Scroll to the position using the Up and Down Keys.
When the desired Position Window displays, make the
changes on the appropriate tabs.
6. Validate and Save.
Position The Position Window displays with the Position Details Tab open. Click
Window on the other three tabs to display: Hiring Information, Work Terms, and
Description Additional Detail.
Tab Example/Description

Position Details

Proposed End Dates
are Optional

Star Date
Date Effective Name

Type Ein_gmmbnm I Parmanent I~ Seazonal
. Organization & Job St e rt——— R
Organization | Proposed End Date
Job | Proposed End Date
Hiring Siots i — i — i - - - i -
Status I_m_”_'_" Stant Date i._................. Proposed End Date r_“__'
Location 1 Statiis r_......_._...._......
- Effective Dates : :
i From 25.0CT-2002 To | Further Info %—— |.E_|

Validate I Dccupancy I Extra lpformation I Reporting To I Others... (B)
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Position Window Description (continued)

Tab
Hiring
Information

Equivalent)

Work Terms

(Full Time —P i Headcount [1 Bargaining Unit |

- Probation -
~ Duratien ! Curation Lirit i

~ Duration E Curation Lnit 1

Related Positions

- Extended Pay Term .
T~ Extended Pay Permitted Day hanth

Hiring Infarfnation

Earliest Hire Date { Fill by Date ™ Permit Recruiting

Payrall Salary Bazis
Grade Step [ Grade/Scale Rate I
Walue Grade Rate Range 1 E |

- Proposed Layofi

FTE
Date

_I LI VI Eg)
Work Terms

. Normal Time

Working Hours || Frequency Start ! End
Supemisor I™ Replacement Required LR

Council Apgroval

Supervisor
Reliaf
Succesgor

D Manth “Work Term End
‘Work Term Start E Pay Term End

Additional
Detail

Comments
=
=
Posting Descrption
=
=
Security Requirements
Tal
. Amendment Information > s e T
| Date r« Reference Mumber [—
. Recommendation
AT it

Additional Detail
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Taskflow There are five taskflow buttons on the Position Window:
Buttons
Taskflow Example/Description
Button
<Validate> When you click the Validate taskflow button, the system
performs the necessary edit checks and updates the database with
the new information.
<Occupancy> | Displays the employees who have occupied the position, plus
their start and end dates.
3 .
Full Name | Applicant Number ||Employee Number [StartDate  |End Date
Michael J ] 19824 jotapr2oor
Cooper, HarriettJ 1029 14APR199  [20.JAN2001
Person
If you want to view the employee’s record, you can highlight the
name and click <Person> at the bottom of the window.
<Extra
Information>
 {Acquisition Program Information ; _ i
- [Additional Mass Actions Information
Alr Force AGR -
| [Air Force Appropriated/iLocal National
| {Air Force Guard Technician
: Appropriated/Local National
my COE Hopper Dredge
Continued on nextpage
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Position Window, Continued

Taskflow Buttons (continued)

Taskflow Button

Example/Description

<Extra

Information>
(Cont)

e The fields include the data items required to pass
the Central Personnel Data File (CPDF) edits, as
well as optional position data items required by
each component. The system supplies values from
the data base for those data items completed earlier
in the position build or by direct data entry.

e To view or enter Extra Information data, highlight
the Type of information and click in the Details
Field.

<Reporting To>

This button displays the Hierarchy and Position Name
information.

[ 1303.INDUSTRIAL ENGINEER.54016.AF0 & =

<QOthers>

Alr Force Appropriated Fund

Alr Force Guard Technician
Air Force Local Mational
Adr Force Nonappropriated Fund
arory Active Guand And Resere
Army Appropristed Fund

Arroy Guard Technician

Arroyt Local National

#rory Monapproprated Fund
Defense Commissany Agency
Dafense Contract Audit Agency
Dafense Finance And Accounting
Defense Logistics Agenty
Defense Security Sendce

Dafense Threal Reduction Agancy
DOD Education Agandy

DD Inspecior General

Mawy

US University Of Health Sciences
Wirbual Posilion

Washington Headgquarers Sendce
Mawy Local Mational
BEGAEE Data
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Copying a Position

Introduction Position Copy reduces the time and effort required to create positions and ensures
accurate data. It allows you to:

lg Note:

before

Specify criteria for finding and selecting positions.

Use existing positions and create new ones making minor or major changes

to the position definition.

e Copy a specific position or retrieve all positions that correspond to the
criteria.

Preview the results before creating the final copies.

Save the set of positions (unlimited) and continue working on it at another

time, i.e., when you have received all the information required to complete

the position definitions.

It is now possible to copy invalid positions. Be sure the status is “Valid”

copying.

Use the following steps to copy and create multiple positions.

Accessing the Position Copy Window

Step

Action

1

On the Navigator List, click Work Structures — Position — Position
Copy. The Position Copy Window displays with two tabs, Original and
New:

¥ A X
(=R R 22 -NOV-2002

Paosition Name I Ohar Critena E Default Copies: Cuery

piss  PostionName | Stalus | JobDescriton _(Organization Description

Setection RS Other Info

Continued on next page
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Copying a Position, Continued

Entering You can copy a specific position or retrieve all positions that correspond to
Selection the criteria.
Criteria
Step Action
1 On the Position Copy Window, enter a name in the Name data

field to identify the set of position(s) to be copied. Enter a name

even if you are going to copy only one position. For Example, use

your initials, date, Position Title, etc.

2 The Effective Date populates with the current date.

e [t applies to all the positions that you query. If you do not
enter a date, the system uses the current date.

e Change the Effective Date if you want a date that
corresponds to the position to be copied.

3 On the Original Tab, under selection criteria, click in Position

Name data field. The Position Flexfield displays with the

Sequence Number populated:
.EF'I_I sifion Flexfiatd i il

¢ Position Description Na

D
T S o S aU

4 Delete the Sequence Number. (In the future, the Sequence
Number will not populate at this stage. It is a reported error being

fixed.)
Selecting a There are three ways to query a position on the Position Flexfield. You
Position to may:
Copy e Enter part of the data, with or without using the <Combinations>
taskflow button:

e Entering a Sequence Number produces only one position;
e Entering a Title produces a list of all positions with that title;
e Select all positions by Job, Organization, or Location:
e Entering a Job and an Organization, i.e., you can produces a list
of all engineers in a certain organization.
e Enter information in all the data fields.

Continued on next page
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Copying a Position, Continued

Query by
Sequence Follow these steps to retrieve a single position, using the Sequence Number
Number of the position:
Step Action
1 On the Position Flexfield, delete the Sequence Number
2 Enter the Sequence Number you are querying.

3 Click <OK> The Criteria Flexfield displays.

B Criteria

4 Click <OK>. The Position Copy Window displays with “Pending
Query” in the Status data field at the top, and Position Name
populates with the Sequence Number under the Selection Criteria.
5 Enter the number of copies needed in the Default Copies data field.
6 Click <Query>. The Position Copy Window displays with
“Retrieved Original Record(s)” in the Status data field. The
position data populates in the columns: Copies, Position Name,
J Status, Job Description, Organization Description, Hiring
f Status, etc.

Note: The number of copies you entered displays under Default
Copies data field and the Copies Column.

Continued on next page

111 Quick Start Guide Page 43 of 88



CPMS - AMD

December 10, 2002

Copying a Position, Continued

Completing the Position Copy

Step

Action

1

Still on the Position Copy Window, click on the New Tab.

2

Click in the Change List ficld. The Change List Window displays:

QK Cancel Clear Help

Change any of the data fields that apply to the new position(s).
Click <OK>. Note: Job is currently under development.

(%)

Click <Create New> on the upper right side.

A Note Message Box displays: “Pending record(s) created on New
Tab.” Click <OK>.

The New Tab displays with the Position data populated in Position
Name data field and the Columns populate with the number of
positions to copy. The Status data field at the top populates with
“Pending New Record(s).”

Click <Submit> at the bottom of the window.

A Note displays: Transaction applied and concurrent request
(#) submitted.

If the position copy is in the status of “Error New Record(s),” follow
procedures for Viewing the Process Log.
Note:

e When the position copy is submitted, the system refreshes
the position data with the exception of the Change List
items and any manual changes you’ve made. It refreshes the
data based on the Effective Date.

e The system validates the position using the same validation
process it does when you create a position with the Position
Window.

e You can query the new position in the Position Window and
continue making further changes, for example, in Position
Extra Information.
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Completing the Position Copy (continued)

Step

Action

9

Re-query the position copy name (Personnelist Position Copy) to
refresh the status. Press F11, type in Personnelist%, CTRL+F11.
The status changes to “Completed.”

Selection Criterfia

Position Name pm.mmalmﬁ Other Criteria I Default Copies {1 w—— §

JHMO01.Personnelist Completed

m.ﬂm Resoi U 5 ARMY ENGINEER DISTRIC =
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Copying a Position, Continued

Query by Title  Follow these steps to retrieve a list of positions, using the Title of the
position:

Step Action

1 On the Position Flexfield, delete the Sequence Number

2 Move the cursor to the Title data field and enter part of a position
title followed by a percent sign. For example: “Personnel%.
= R o

am D O B G

e The fields are case sensitive. If the Title was built with all
caps, you must use all caps to retrieve it.

e Entering “Personnel” will get all the personnel positions in
the database. You can select your component on the Criteria
Window below.

W

Click <OK>.

4 The Criteria Window displays to further define your search. For
example, if you want only Army positions in a particular UIC, you
enter %UIC% in the Organization data field.

These fields are optional. Click <OK> to continue.

5 The Position Copy Window displays with the Status populated with
“Pending Query.” On the Original tab, click <Query>.

o T T o L e e L e
Position Marme |.Personnel%... Other Critena E Defaull Copies 1 Query

Continued on next page
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Copying a Position, Continued

Query by Title (continued)

Step

Action

6

A Decision Message Box displays the number of records in the
query:

s iSO

9 The Criteria retrieves 109
recards)

If you want to narrow the search, click <Cancel> and return to the
Original Tab and enter more criteria, otherwise, click <Continue>.

The Position Copy window displays with Status populated with
“Retrieved Original Record(s).”

e On the Original Tab, a list of retrieved positions display in
the columns. The Copies Column defaults to “1” copy for
each retrieved position.

e To deselect the positions you do not want to copy, click
the Selection down arrow at the bottom left hand corner.
e Click <None>.

All positions are not selected, and the number of copies change to
zero. Change the number of copies on the position(s) you want to
copy, by typing in the number, i.e. “2.”

Follow the steps in Completing the Position Copy in this section to
complete the process.
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Viewing the If the status is “Error New Record(s),” use the Process Log to view the error
Process Log message associated with the position copy. The Process Log also includes
Position Copy transactions that completed successfully.
Step
1 On the Navigator List, click Federal Maintenance Forms —
Process Log.
spioy detallod nformation abowta | |
transaction or process.
2 Under View, click on the drop down list to select Position Copy

view.

Commitment GL Posting
I[E Budget GL Posting

&5 Persq Migrate Budgets

Ll

\Choose a Process Log from the View listto =
display detailed information about a
transaction or process.
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Copying a Position, Continued

Viewing the Process Log (continued)

Step

Action

3

Click on the plus sign (+) next to Position Copy to view the list of
Position Copy transactions.
e Green Light indicates “Copied”
e Red Light indicates“Errors”
The error message is shown on the right under Message. This
error is related to invalid data associated with the original Position
being copied. You need to correct this information on the Position
window, and then go back to Position Copy.
e Re-query the Position Copy transaction that is in status of
Error New Record(s).
e On the Original Tab, click Query. This retrieves the
original position with the correct data.
e C(Click on New and continue with the position copy.

You may delete a position copy transaction if the status is Pending
New Record(s) or Error New Record(s). Once the status is
Completed, you are not able to delete the transaction.
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People Window

Accessing the People Window

Step Action

1 On the Navigator Window, double click People - Enter and
Maintain. The Find Person Window displays:

LOV

2 If you are building an applicant, click <New>. The People

Window displays. Complete the data fields.

3 If you need to make a change to an employee record or view the

information in the Person Summary, click the LOV at the end of

the Full Name data field on the Find Person Window.

4 The People —Find Window displays.

e Enter a % sign to view all the names in the data base, or
Enter the first letter of the last name with a % sign. For
example: “A%” displays all last names starting with an
N

Employee Mumber - Applicant Ny

Click <Find> A

Continued on next page
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People Window, Continued

Accessing the People Window (continued)

Step Action
5 The People — Find Window displays with a list of names and
Employee/Applicant Numbers. Select the name, and click <OK>.

jiPeonie A

Tupe Employas Number  Applicant Number %

Employee 4 14
Exemployee 13 15
Ex-em)

6 The People Window displays with the data fields automatically
populated. There are nine tabs and five taskflow buttons. The
Personal Tab displays first.

e e iste. RTCRTZIN
oate First Hired [ N

ldentification

s

Age
Towm of Birth Status
Region of Birth Mationality
Country of Birth TERED_DISABLED_FLAG

Agsignmant

Continued on next page
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People Window, Continued

People Window Description

Tab Example/Description

Personal

Binh Date £ Age
Towm of Birth Status

Region of Birth Hationality
Courtry of Birth TERED_DISABLED_FLAG

Employment:
Ethnic Origin Ha Status
I Expiration
‘Wateran Status e Hire
I Child Support Obligation Exception Reason
™ Opted for Medicare
Office Details
Office Email
Location Mail Ta
Mailstop
Applicant
e e ]
I [ Eists Ii
' |
! Last Updated Hold Application Unfil Ii
| i
Background
Date Checked i
Rehire Rehire

Reason [

Further Name

Honors ﬂ

Preferrad Name [
Previous Last Name [

Continued on next page
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People Window, Continued

People Window Description (continued)

Tab Example/Description
Medical Personal | Employment | Offce Oetails | Applicant | Bachgraund | Retwe. | Fuher Neme | Medical [ Other
Elaod Type |
Last Test Date f___ __________ N
Last Test By |

Other

| Employment { Ofice Detai

et Trmerams] ore DR

Arailability Schedule 7|_ Student Status i—
Fubtime Avilsbilty | ] Date Last Yarfied |
Comespondance Language o s Miltany Semace
Diate of Death — I Second Passport Exisis (J)

People Window  The People Window has five Taskflow Buttons:

Taskflow Address

Buttons Extra Information

Assignment (has six tabs)

Special Information

Others (with Navigation Options including the Person Summary)
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Person Summary

Accessing the Person Summary

Step Action

1 On the Navigator Window, double click People - Enter and
Maintain. The Find Person Window displays. (For examples,
refer to Accessing the People Window in this guide.)

2 Click the LOV at the end of the Full Name data field.

The People —Find Window displays.
e Enter a % sign to view all the names in the data base, or
Enter the first letter of the last name with a % sign. For
example: “A%” displays all last names starting with an

CCA.’Q

Employae MumBber - Applicant N

Click <Find>
4 The People — Find Window displays with list of names and
Employee Numbers. Highlight the name and click <OK>.

Andrews, James G Employes
Andraws, Judy P Employes
Andraves, Jullan M Emploves 33203
Andrawes, Meil Employes 26434
Andrewes, William J Employea 2356
Andraws, William Lee AGR Emploves

5 The Find Person Window displays with the name and Employee

Number:
EFimi Person 27

SRR EREEE Andrews, James G !
e

Click <Find>.

Continued on next page
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Person Summary, Continued

Accessing the Person Summary (continued)

Step Action

Hatme

ldentification

Birth Date X Age B0
TowmofBitth | Status
Reagion of Birth Mationality

Country of Birth E TERED_DISABLED_FLAG 1

Effective Dates
HUIEBIAN1973 |

Address Extra Infe on Agsignrment Special Info Dthers.

7 Click <Others>. The Navigation Options d1sla :

| Nanapation Optinns

Boakings
Ahzance
Contact
Application

Compelence Profile
Gualicaions

& work Choices

8 Schools and Colleges Attended
End Application

Fhanes

Communication Delrvery Methods
Parson Type Lsage

Contract

Supplementary Roles

Medical Azsessments

End Employment

' Finance Information

W Ploture

8 Select Person Summary and click <OK>.

Continued on next page
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Person Summary, Continued

Accessing the Person Summary (continued)

Step Action
9 The Person Summary displays with three tabs (Person
Information, Person: Military/Education, and Assignment
Information):

LEL S Andrews, James G

Ferzon; Information

— Date of Birth [11JAN1862 Gender [Male
Citizenship .5, Citizen, includes LS. Nationals
Race or Matienal Crigin Ident Pending
Appointment Type Competitive . Career
Type of Employment [Full Time Emplayee In Pay Status
FERS Covarage [Not Covered by FERS
Previous Retirement Covarage [P Previously Covered
Agency Code Transfer From

~SCD

Date Last Promation Leava W

Date Comversion Caraer Begins E { Chalian W
Date Corwersion CareerDue | | RIF W
Date VRA Comversicn Bue | s e

Person
Summary There are 12 tabs on the Person Summary Window. Nine more tabs are
W“‘d‘_’w. available when you click the arrows to the right of the tab headings:
Description
Tab Example/Description
PerSOll Ferson: Information
Information Date of Birth [11JAN-1952 Gender [Male
Citizenship (1 LS. Citizen, includes L1.S. Nationals
Race ar National Origin- 1 [ldent Pending
Appointment Type 1A |Competitive . Career
Type of Employment |1 [Full Time Emplayee In Pay Status
FERS Coverage 0 [Mot Covered by FERS
Previous Retirement Coverage [P |Previously Covered
Agency Code Transfer From | |
-scp
Date Last Promotion  |[30-JAN-2000 { Leava 1anL1m {
Date Cormversion Caraer Begins i Chalian iﬂdﬂldm i
Date Conversion Career Due i RIF [18.JAN-19T3 1
Date VRA Comversion Dus i TsP | i

Continued on next page
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Person Summary, Continued

Person Summary Window Description (continued)

Tab Example/Description
Person .Mllltary/ Person: Military/Education
Education
Craditable Military Sendce D509
Frozen Sendce (000D
~ Vet Details
i ‘alerans Preference |2 5 -Point
i “eterans Prefaranca for RIF Y Yes
] atarans Status [V Vietnam-Era Veteran
:...Edunu“n e A AR R A Ao A e 8 R A ot LN M MR T M Y1 18t e
Education Level |4 jngh school graduate or cenificate of equivalency
Academic Discipline |
E Year Degrae/Cen Aflained
ASSlgnment Assignment. Information
Information
Assignment Status }hdhruw
Pay Rate Daterminant A Retained Grade - Different Position
Terure 11 Permanent - Tenure Group 1
Annuitant Indicator |9 Mot Applicable
“Work Schedule [F Full-Time
Part-Tirre Indicator
Part-Tima Hours Biweekly
Date YWGI Due
Dty Status |ll] |No Action Pending
NTE Date Exists T,
Assignment Click the arrow box to the right to display remaining
Probation/ tabs:
Retained Grade
Probation/Retained Grade
. Prohadon - S pro o i
Date ProbyTrial Pariod Ergins |
Dite ProbiTrial Period Ends |
Date Spu/Mgr Prob Ends |
SpvefMgr Prob Completion 00 Plot Determined
Date SES Prob Expires |
L e T e e e D g e e e D i D e e
Drate From Grade or Loval |
[rate To [ Slep or Rate
: g s Pay Plan |
Additional Retained Grada(s) Exist
Py Table ID
Pay Basis

Continued on next page
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Person Summary Window Description (continued)

Tab

Example/Description

Position:
Title/Pay
Prev/Grade,
Etc.

Position: Tle/Pay Plan/GradeEte.

Paosilion Title [SUPERVISORY DOCUMENT AUTOMA

Position Working Title

Position Descrip Mum  |PO205

Sequence Number 64940

Agency/Subelement Code [DDO7

|Ilafonu Logistics Agency (DDOT)

Parsonnel Ofice 1D {1932
Pay Plan |GS
Grade o Leval 09
Step or Rate r
Pay Basis ’I'-'A—
PayTable D 0066

|Defense Logistics Agency (1932)
Org. Structure 1D (408

Target Grade lesu9
Timakeepar
Occupational Series {0301

Duty Station 1D 240015025
Locality Pay Area Washington

|ﬂBERD€ElI PROY GRND / HARFORD / MARYLAND

Locality Percentage (11.48

Position:
Extra
Information

Position: Extra Information

Payroll Office 1D CH

|DOD Payrall Office, Charlestan, SC

‘Work Schedule |F

[Full-Time

Pasttion Type |Appropriated Fund Position

LED Position Indicater 0

illo Applicable Program

FLEA Categary

|Exempt
nalinl

le for Inclusion In A Bargaining Unit

Fosition Sensitivity

Ellmmcnl..%miﬁm (NCS) National Security Risk

E
Bargaining Unit Status 8068
2
1

Position Dccupiad

|Competitive Service

Superasory Status (2

ISQen&mr or Manager

Type Employee Supervised |99

INOT APPLICABLE

Functional Clags 00

|Not Applicable

Kay Emergency Essential [N

EPuilion Hot Desig | Ei E

Position:
Organization/
Appropriation
Code/Etc.:

Pasition: Organization/Appropriation Code/Etc.

Competitive Area

Appropriation Code 1 [JAT006AT0060408

- Position's Organization

| Name

Competitive Level ﬁ
Appropriation Code 2 E

. |z60408
|
| Information Lines

| [z50408

| |DAPS PHILADELPHIA

E \CENTER ABERDEEN PRY GRNDS MD

. |ABERDEEN MD 210055001

i
§
i

H
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Person Summary Window Description (continued)

Tab Example/Description
Pay Salary _
Basic Pay | 39,043.00 13 JAN 2002
Locality Pay | 4,482.00 13 JAN 2002
Adjusted Basic Pay | 43,525.00 13- JAN-2002
Other Pay | 0.00 18-JUN-2000
A0
Acailability Pay
Retantion Allowance
Staffing Diffarential
Supervigory Diffarential
TotslPay | 4352500 13.JAN 2002
EDP Type 1
Hazard Type i
Pay Benefits
Pay. Benefits
Retirement Plan |1 ICSRS Effectiva Date |[18-JUN-2000
FEGLI DD |Basic + Option A Effectiva Date |18-JUN.2000
r Health Benefits.
I Plan |45 |Mail Handlers Std (45) Effectiv Date [18-JUN-2000
I Enroliment 2 [High Option Self and Family [2) Effectiva Date |18.JUN-2000
: Thrift Savings Plan
C Amount Effactive Date 01-JUL-2001
Rate Status |E EEIIgIbIo To Contribute
i G Fund Stalus Date |12.APR.1987
F Fund Eligibility Date |
C Fund
Performance
Appraisal Type annual Appraisal
Rating of Record ,I“ ptable, Fully S sful, Pass, Sat, § sful, Suce
Dste Effective 12-JAN-2000
Awards/Bonus AwarisfEonus
Date Award Eamed Amwnt_ £
~ Relocation Bonus R B
Effective Date Amount Effective Date Amount
1 o | | =
I I I
I & I | E
Continued on next page
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Person Summary, Continued

Person Summary Window Description (continued)

Tab Example/Description

Notification of

otification of Personnel Actions

Personnel ———First NOA Second HOA————

Actions Code  Description Code  Description Effactive Date Updated HR
Joz  [Promotion | j02.0CT2000  05.0CT-2001
100 Carear Appointment 01-0CT-2001 [05.0CT 2001
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Oracle Training Administration (OTA)

Purpose This section shows you how to navigate through OTA.
1/ Note: You must have an OTA Secure User role in order to process actions in

OTA.

Welcome Window

Step

Action

Follow steps 1-4 under Logging In at the beginning of this
document.

On the Welcome Window, select one of the six OTA roles, and
double click or click <Open>. For example: “CIVDOD OTA
PERSONNELIST.”

Weicome Janet inman, CPMS-AMD, 7-6500 [ ? g 4,

J |

3

CHOOD CLASSIFIER

CHDOD External Users

CHOOD OTA FISC OFF

CHOOD OTA MNGR/SLIFEY
CHOOD OTA ORG TR MOMITOR
CHOOD OTA PERSOMNMELIST
CHOOD OTA TNG COORDIMATOR
CHDOOD OTA TRE ADK

) [

3

£3

£3

) [5)

£3

£3

-3

ol

If you have actions in your inbox, a notification displays:

‘ Mumber of open notifications: 19

nrklist to vew and

Click <OK>. Refer to the Civilian Inbox section in this guide to
work these actions after you open the Navigation List.
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Navigator Window

Step

Action

1

The Navigator Window displays with two tabs (Functions and
Documents). Documents is not currently used by DoD. The list
of functions is the starting point to process training actions:

Functions [ Documents

Civilian Inbox

Training Requests

Training Reyq. History Details
Enrollments

Activities

Events

Resources

Letters

Organizations

Setup

Customer and Supplier Setup
Reports

Bulletin Board

Employee Course Evaluation
Manager Course Evaluation

+ SEecial Information

+ Federal Maintenance Forms

#]
]
4
+
=

Top Ten List

. Training Requests

. Student Enrollment

. Define Activity

. Scheduled Events

. One-Time Event

Suppliers

Requests: Submit

. Bulletin Board

. F4 Enter Personal Information WORKI
. Civilian Workflow Inbox

0000 = oA Ll -

You may click on the plus sign to expand the functions and the

minus sign to contract them. Double

click on the item to start a

process, click <Open>, or click the number of the item.

To set up a Top Ten List (displayed in Step 1 above) of your most
frequently performed actions, highlight the item on the list and
click the middle arrow key to the right.

For example: Highlight Civilian Inbox and click the arrow key.
The Top Ten List populates with “10. Civilian Workflow Inbox.”
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OTA - Training Request Form

Completing the Training Request Form (TRF)

Step Action
1 Select an OTA Responsibility.
2 On the Navigator Window — Training Requests — <Open>. The Training

Request Window displays.

== Training Request
Employee

Marme

aining

Total Tra

Approval Status

Approved Disapproved Approved And Continue Rauting

Forward to

Comments

Continued on next page
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OTA - Training Request Form, Continued

Completing the Training Request Form (TRF) (continued)

Step Action

3 With your cursor in the Name data field, click the LOV to select the
employee name, remaining region auto populates, and complete the
following data fields:

Data Field Action/Description

Title Click the LOV to select the course
(required). Code auto populates.

Source Click the LOV or type in.

Location Click the LOV or type in.

Priority Click the LOV or type in.

Start/End Dates Click the LOV or type in (Required).

Required Training Under development, currently not
linked.

Level Select level you are as the initiator of
the TRF. Depending on the level,
approval and routing buttons are
opened or closed.

Hours Enter on and off-duty (optional).
Total auto-populates. (Use Tab Key
to navigate)

Cost Enter dollar amounts (optional).
Total auto populates. (Use Tab Key)

Approval Status Buttons:

4 Forward To - Click the LOV or type in the name of the person to
route the TRF to. This must be someone with an Inbox. You can save
the action in your Inbox by routing it to yourself to complete later.

5 Comments - Free flow entry up to 4 lines or 2000 characters

Approved and Continue |Normally the first stage.
Routing Note: You cannot initiate and
approve the TRF in the same
action, it must be routed
Continue Routing Route if you are not the final
approver
Disapproved Stops the action on the TRF
Approved Final action — no changes may
be made once saved.
Continued on next page
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OTA - Training Request Form, Continued

Completing the Training Request Form (TRF) (continued)

Step

Action

6
f

Click Save on the Toolbar.

Notes:

<Approved> or <Disapproved> buttons are the final action
on the TRF. No further changes can be made. You must route
the final TRF to the initiator.

To complete additional TRFs for the same title, select the
employee name to populate the Name Region then click
Shift+FS5 to populate the remaining fields.

Query for completed TRFs by clicking F11 on the blank name
field.

A TRF must be initiated in order to print a DD Form 1556.

The TRF populates the person data. It may not be necessary to
initiate a TRF for on-site training.
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Defining an Activity

Step Action
1 Select an OTA Responsibility — TC, TM, OTA Personnelist, or Trng
Adm.
2 On the Navigator Window — Activities — <Open>.

3 The Activities Window displays.

Description
Activity

Valid Dates

(01 JAN-1951

IM{CIVDODHR

Students

it Currency Duration Professional Credits
Kimurn _J udye Length g’ Type !I
il —I Urits m Amount - [!]]

4 Query in the Activity Type data field (F11) for the OPM Course Types
to display. Use the T or | keys on the keyboard to tab though the
activity types.

A

l Note: These Activity Types cannot be modified by the User.

5 Associated Activity names and descriptions display in the Activity
Region. Use the T or { keys to tab though the activity names. If you
do not locate an activity that meets your needs, you need to “define” a
local activity using your Component’s naming conventions.

Continued on next page
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OTA - Defining an Activity, Continued

Defining an Activity (continued)

Step Action
6 In the Activity Region, with your cursor in the Name data field, click
the New Record button (green cross) and complete the following data
fields:

Data Field Action/Description

Name Type in (up to 60 characters)

Name Description | Type in (up to 2000 characters)

Valid Dates Auto populates the start (From) date. The
To Date should be entered when you no
longer want to use the Activity.

NOTE: You can use a local activity endless
times so use “To” dates sparingly.

Audience Type in (up to 2000 characters)

Objectives Type in (up to 2000 characters)

Supplier Click the LOV to make a selection. If the
correct one is not available, you need to
create a Local Supplier

Sponsor Org Populates but you can override by clicking
the LOV and selecting the correct UIC or
PAS.

Language Defaults to American English

Managed By Select your name or the course registrar from
the LOV.

Next Activity Use to identify the successor activity after
the current activity has been end-dated.
(Optional)

Status, Success Not Used.

Criteria, Allow

Expenses Checkbox

Students and Optional use.

Costs Regions

Duration Region: | Must input partial hours in order to populate

Length and Units | on the Scheduled Event.

Continued on next page
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OTA - Defining an Activity, Continued

Defining an Activity (continued)

Step Action
6
Cont’d Data Field Action/Description

Professional Credits | Add choices using Local Codes used.
DDFs on Activities are currently for
optional use by each Component.

Taskflow Buttons:
<SKkills> Not currently developed.
<Categories> Not currently developed.
<Resources> See Building and Booking Resources.

<Copy Objects> | Use when building a second activity to
copy data fields from an existing one.

7 Save your action.

ég Note: Use the Paper Clip Icon to add comments to your Activity.
Comments

Remarks can he added to the Activities | =
iR o
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OTA - Scheduling an Event

Scheduling an Event

Step Action
1 Select an OTA Responsibility.
2 On the Navigator Window — Events — Scheduled — <Open>.
3 The Scheduled Event Window displays: _
T 12-uG 2002
1o ZETET 0
4 Complete the following data fields:
Data Field Action/Description
Title (80 character field)
f Note: Each Region should establish
naming conventions.
Activity Click the LOV to select, including local
ones.
Center Click the LOV to select, including local
ones.
Secure Checkbox Click if you want to limit enrollments
From Start date of the event; time of day is
f optional.
Note: You cannot back date.
To End date of class
Resource Bookings | Optional, click if you have booked
Checkbox resources for this event.
Duration/Unit Populates from Activity, but you can
override.
Continued on next page
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OTA - Scheduling an Event, Continued

Scheduling an Event (continued)

Step Action
4
Cont’d Data Field Action/Description
Program only Not used at this time.
checkbox
Supplier Pops from Activity but you can override.
Sponsor Populates from Activity.
Status Defaults to Normal.
User Status Not Used.
Language Populates from Activity.
Restricted Checkbox | Optional. See <Assignments> below.
Enrollment Enter Dates when enrollments can be
accepted

Minimum/Maximum J Populates from Activity.
Note: The Event is set to “Full” when the
maximum is reached.

Internal Optional. Use to limit number who can
attend from one organization.

Cost Region Populates from Activity — can override.

Price Region Defaults to student, or select “No Charge”
if funding is not involved.

Currency Defaults to USD.

Amount/Invoiced Populates from DDF (See example below)

DDF (Use Tab Key

to Navigate):

Agency Group Use the LOV or type in agency sponsoring
the Event (required)

Method Use the LOV or type in. (required)

Training Source Use the LOV or type in (required)

Type (AF/AR/NV) Required — query, i.e.; %NV-% for Navy
Tuition Per Student | Type in, (may vary by student), or type “0”
if none, so system will provide Totals.

Continued on next page
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Scheduling an Event (continued)

Step Action
4
Cont’d Data Field Action/Description
Books/Material/Fees | Type in dollar amount or “0”
Total Direct Cost System totals.
Total Indirect Cost Always type in “0”. This is input on
Enrollment Details.
Total Event Cost System totals amount.

Billing Organization

Type in — can add email address here.

Street/City/State/Zip/
Attn:/Phone

Type in.

Additional Event
Information

Used by WHS and AF.

Notes: There is no limit on the number of Events you can schedule for

an Activity.

e To schedule the same Event with different dates, etc.:

e Click the New Record Button on the Toolbar and press
Shift+F5 to populate all data fields except the DDF.
e Input new dates or Center as needed.
e You can also retrieve the Event and make changes on it.
e To change the number of students or the Event Status:
¢ Click <Change Status> and complete the Event Status

Change Window.

e C(Click F11 to refresh.
e To restrict attendees by organization or job, click <Assignments>.
e To populate partial hours, enter them on the Activity first.
e To set up specific “sessions” within the Scheduled Event, click

<Sessions>.

e To further define Activities, click <Categories> which can be used
by career programs, etc.
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Scheduling an Event — Examples (continued)

Step

Action

4
Cont’d

Example of the Additional Event Information DDF:

nal Event Infarmation

CPMS-AMD
555 E Street, Bldg 663
Randolph AFB TX 78150

{MDonna Farris

Addition

fad L

<Change Details> Example of the Event Status

f&5 Event Status Change

Change Window:

Students Status

ent Status

Enrolled m _ fzinin |

Cancel

<Assignments> -Example of Valid Assignments for Restricted
Event Window

55 valid Assignments for Restricted Event{Jan's SQT)

an Job Position
VESTIGATNS 0025.Park Ranger (0025)

Long Beach, CA 13-AUG-2002

-

== (= |

1
[ |
[
[
[
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Creating the One-Time-Event Window

Step

Action

1

Select an OTA Responsibility.

2

On the Navigator Window — Events — One-Time — <Open>.
The One-Time Event Window displays.

B One Time Event

42 OTA 11i Basics RN 15-APR-2002 08:00
r iego, 0 16 APR 21

Duration |

S USDA GRADUATE SCHOOL

Project DDF

Mun

Complete the following data fields:

Data Field Action/Description

Title Type in the title using the same naming
conventions you used in Scheduling an Event.

Center Click the LOV to select or type in.

Supplier Click the LOV to select or type in.

From/To Click the LOV to select start/end dates. If a

specific hour is used, it must be a 5-digit entry;
based on a 24-hour clock, e.g., 08:30

Duration Type in the number; defaults to Hour, click the
Drop-down menu to change. For partial hours,
e.g., 1.5, input times of day first.

Click the DDF box. The Additional Event Information Window displays.

Additional Event Information

ngton Headguarters

100.00

CPMS-AMD
355 E Street, Bldg 663
Randolph AFB TX 78150

Donna Farris

Continued on next page
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Creating the One-Time-Event Window (continued)

Step

Action

1 Complete the DDF, it is the same one which is on the Scheduled Event.

2 Click <OK> and Save your action.

Notes:

3 You can now enroll students or notify Training Coordinators/Monitors
through the Bulletin Board, E-mail, etc., to enroll students in Events
iﬂz allocated. Alerts are currently being developed.

The OTA Trng Adm must turn on Submit One-Time Event
Update HR Report before this process works. This action is
required once at initial deployment or when you are ready to use
this process.

Users do not need to build an Activity before creating a One-Time
Event.

Employees enrolled in One-Time Events do not require
evaluations. Once their Event date ends, completions flow
automatically to Oracle HR.

Create additional One-Time Events with new times, dates, or
centers by clicking the New Record Button on the Toolbar and
pressing Shift+FS5 to populate each data field except the DDF.
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Creating a Local This process is only necessary if the supplier is not on the LOV. The
Supplier DD1556 picks up the location of the training from the Scheduled Event. If
your vendor provides training at various Locations, use Quick Codes to add
them to the LOV.
e Components need to establish a specific naming convention before
building Suppliers.

Step Action

1 Select an OTA Responsibility.

2 On the Navigator Window — Organizations — Supplier —
<Open>. The Suppliers Summary Window displays.

(&= suppliers (CVDODHR)

Farent Supplier Marme |

Customer Mumber |

3 Query for Suppliers by clicking Ctrl F11. Tab through the entries
with the up and down arrow keys on your keyboard. If you have
no Local Suppliers, complete the Supplier Name data field.
Click the <Sites> taskflow button to add or change address
information.

Continued on next page
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Creating a Local Supplier (continued)

Step Action
4 The Suppliers Sites Window displays. Complete the following
a fields:
,
FredSherman@aol.com
1234 Mission Ridge
[
[l
General ithhalding T
— Site Uses . Custamer Numberl—
¥ Pa v Purchasin
r EFI@ Only r F'r_oguremjnt Card S0z ee:) I
Supplier Motification Method
—C ation
Area Code Number
Waoice Telex |
Fax E-mail
Data Field Action/Description
Name Type in location if more than
one exists (required but does
not populate in the DD1556)
County Self-explanatory (optional)
Address Self-explanatory — can add
email address here
City Self-explanatory
State Self-explanatory
Postal Code Zip code
Province Optional
County Optional
Language Click the LOV to select
Inactive on Leave blank if planning to use
again
6 Save your action.
f Note: To delete Suppliers from your list, you will need to input a
date in the Inactive On data field on the Supplier Sites Window
and save again.

111 Quick Start Guide

Page 76 of 88




CPMS - AMD December 10, 2002

OTA - Building and Booking Resources

Building a You need to set up resources before you can associate them with Activities
Resource and book them for Events.
Step Action
1 You must be in the role of OTA Trng Adm.
2 On the Navigator Window — Resources — Definitions
—<Open>.

3 The Resource Window displays:

Yamazaki, Fujimi S22 -NOV 2002
Yamamoto, Hideo End _

Fred Sherman Inc

=" Foom 2 W Consumable Lead Time
GG 25 Water Street, Portsmouth, VA 223704 3801

Supplier provides own PCs and other classroom equipment.
Booking Instructions

Costs

Currency m Amaount Unit - [ﬂ]

4 Complete the following data fields:

Data Field Action/Description
Type Select from the LOV, e.g.,
Trainer, Venue, other others
you can add.
Resource Name Select from the LOV.
Dates Region: Populates with today date;

leave End Date blank if you
plan to reuse.

Trainer Name Select from the LOV.
Training Center Select from the LOV.
Location Select from the LOV.
Supplier Select from the LOV.
Reference Free form up to 80 characters.

Continued on next page
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OTA - Building and Booking Resources, Continued

Building a Resource (continued)

Step Action
4
cont.
Data Field Action/ Description
Consumable Checkbox Click if the resource is

consumed when used, and is
not reusable.

Lead Time Enter the number of days you
must schedule or book the
Resource in advance.

Address Type in,
Booking Instructions Free form.
Costs Region:
Currency Defaults to USD.
Amount Enter Dollar amount.
Unit Select from the LOV, e.g.,
hour, week, etc.
DDF Not used at this time —
available for customization.
5 Save your action.
Booking a You can book a resource against the Activity when you build it or
Resource against the Scheduled Event. This process will show you how to book it

against the Event.

Step Action
1 Select an OTA Responsibility.
2 On the Navigator Window — Resources — Bookings —<Open>.

Continued on next page
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OTA - Building and Booking Resources, Continued

Booking a Resource (continued)

Step Action

3 The Search for Event Window displays:

[ Search for Event

Activity Standard Price

| Jan's Novembi|Ft Sam Housto[06-NOV-2001 J07-NOV2001 [Normal '
Jan's Mass Tes|ALTERNATIVE [Washington, DJ19-NOV-2001 [19-NOV-2001 [Normal
Jan's One-Tim IFtLee,vA  [14NOv2001 [[14.NOv2001 |

Jan's Test  ||ADMIN PUBLIC|San Diego, CA|30-0CT-2001 |[31-0CT-2001 [Normal
Jan's Thanksgi] ORGAN LDRSH|San Diego, CA15-NOV-2001 [15-NOV-2001 [Normal
Jan's Waitlist |Jan's Novembi|San Diego, CAJ06-NOV-2001 |06-NOV-2001 lNormaI

Quantity Booking
Type MName | FromDate  To Date Status Date

I Trainer Brown, Crystal D ] 22-NOV-2002 Confirmed [22-NOV-2002

Finance

Finance Headers

5 Clicking the LOV, make selections for Type, Name, Quantity,
From Date, Status, and Booking Date.

6 Save your action.
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OTA - Enrolling an Employee

Enrolling an This responsibility can be given to Training Monitors or Coordinators, as well

Employee as Managers/Supervisors in either a Scheduled Event or a One-Time Event.
Note: An Attendance and Signature Sheet Report will be available as well
as a Registration Report.

Step Action

1 Select an OTA Responsibility.

2 On the Navigator Window — Enrollments — Student
—<Open>.
3 The Search for Event Window displays. Query for the Event you
wish to use, select it, and close the window.

f=5 Search for Event

Activity Standard Price

Jan's Novemby|Ft Sam Housto[06-NOV-2001 [07-NOV-2001 [Normal
Jan's Mass Tes|ALTERNATIVE [Washington, DJ19-NOV-2001 [19-NOV-2001 [Normal
Jan's One-Tim IFtLee,vA  [14-NOV-2001 [14-NOV-2001 ||

Jan's Test  |ADMIN PUBLIC|San Diego, CA|30-0CT-2001 |31-0CT-2001 |Normal
Jan's Thanksgi] ORGAN LDRSH|San Diego, CAJ15-NOV-2001 [15-NOV-2001 [Normal
Jan's Waitlist |Jan's Novembi|San Diego, CAJ06-NOV-2001 [|06-NOV-2001 INormal

Continued on next page
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OTA - Enrolling an Employee, Continued

Enrolling an Employee (continued)

Step Action

4 The Enrollment Details Window displays. Enroll
employees/external students by completing the following data
fields:

5% Enroliment Details(Mathis, Candy M) .-

Personal Details
Type UPPORT SQ Assignment

Last Name Title Mumber Organization

Mathis Candy NAVFAC SOUT]
CANDREWS JACI[SQN 49 MEDICAL SU

Correspondence

Correspondent

Address Type [Intemal -

Address
Ehdail

Telephone

Fax

History C e Functions

Data Field Action/Description

Number Leave blank — system
generates when saved.

Date Placed Populates with today’s date.

Status Click the LOV or type in.

Change Reason Opens later if you change
status.

Event Titles Populates with Event you are
using.

Places Defaults to 1 — not currently
used.

Priority Click the LOV or type in.

Internal Checkbox Not currently used.

Authorized Checkbox Optional — click the box, user
name populates in the “By”
data field.

Continued on next page
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Enrolling an Employee (continued)

Step Action
5 Click the DDF and complete the following data fields:

Data Field Action/Description

Agency Group Click the LOV to select
Employee’s agency
(Required).

Purpose Click the LOV (Required).

Travel Cost Type in, may vary by student.

Per Diem or PCS Type in when needed.

Total Indiv Indirect Cost System totals.

Tuition Per Student Type in or input “0”.

Books/Materials/Other Fees | Type in or input “0”.

Total Indiv Direct Cost System totals when saved.

Total Indiv Cost System totals when saved.

Funding Source Click the LOV (Required).

Decision Source Click the LOV (Required).

Training On-Duty Hours Type in (Required).

Accounting Classification Type in (120 characters) if
needed to print on DD1556 or
SF182.

Additional Enrollment Info | Click on the LOV and select
AF/NV or WHS.

Billing UIC NV only (Required).

6 Click <OK> and return to the Enrollment Details Window to
complete the following data fields:

Data Field Action/Description

Organization Assignment Click the LOV or query for
employee’s organization.

Student Click the LOV or type in
student’s name.

Contact Click the LOV or type in the
name of person who receives
the Employee Evaluation
(Required).
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Enrolling an Employee (continued)

Step

Action

7

The Correspondence drop-down menu is optional at this time. In
future it will send Selection notifications, etc.

8

Save your action. Your student is enrolled. Click the following
taskflow buttons for additional actions/information:

Taskflow Buttons Action/Description
<History> Provides a window with two
o choices:
el L e Combined Training
Al History - provides
T history of training
Enrollment Status History employee has
completed through
OTA

e Enrollment Status
History —Not
currently used.

<Copy> and <Paste> To enroll additional

students, click <Copy>, click
new record button (green
plus), then click <Paste). The

Enrollment Window

populates. You will need to

complete the DDF, then
change the Student name to
the new one you are enrolling.

<Functions> You can toggle back to the
Search for Event Window or
to Enrollment Summary
Window to check
enrollments. Click F8
(Refresh) to put the names in
alpha order. Arrow up and
down to see all enrollments.
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OTA - Enrolling an Employee, Continued

Enrolling an Employee (continued)

Example Example of a completed DDF on the Enrollment Details Window:

s Additional Delegate Booking Information

Aty Heidelb

Enrollment The Enrollment Summary on the main menu gives you the capability to
Summary review all Events and all enrollments in each Event at the same time. Use
the Folder Tools to manipulate the columns and data needed.

Step Action

1 Select an OTA responsibility.

2 On the Navigator Window — Enrollment Summary — <Open>.
3 The Enrollment Summary Window displays with all Events and
all students enrolled on each Event:

=
Event Student Enrollment Status Source Company
Jan's Retiremen|Jones, Bettye Jean |P1aced lEmpInyee Reqgu =
Bachelor Degre | Gray. Sharon F Completed
Jan's Cultural Ti|Brown, Annmarie L Completed
Jan's Cultural T]lBruwn, Daisy C Completed
Jan's Cultural T]lBrown, Edward T |\Placed
Jan's Cultural TilBrown, David T ][F'Iaced
Jan's Cultural TJIBmwning, David A ][F'Ia[:ed
Jan's Nov Frustr |JONES, DONALD JUAN [completed
Jan's Nov Frustr | JONES, MARY K |[Praced
Location Test Coshy, Edna M _] Placed =
A riiaaaas »

Select Al Deselect All Mass Update Functions
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These steps show you how to enter training completions in the employee
record without using the OTA. Otherwise, once training data is entered in
OTA, it flows into Oracle HR completed training.

Action

Select an OTA Responsibility.

On the Navigator Window — People/SITs for Training<Open>.

The Find Person Window displays. Query for the employee. The
People Window displays. Select Completed Training and complete

the following data fields:

Data Field

Action/Description

Course Title (60 characters)

Use your Component’s naming
conventions. (Required)

Total Course Hours

Enter total. (Required)

Class Start Date

Enter date. (Required)

Class Graduate Date

Enter date. (Required)

Course Grade Click the LOV.

Date Withdrawn Use if course incomplete.
Reason for Withdrawal Click the LOV.

Actual Direct Cost Enter dollar amount.
Actual InDirect Cost Enter dollar amount.
Actual Total Cost System totals.

Funded by Direct Click the LOV.

Funded by Indirect Click the LOV.

Funding Source Click the LOV.

Direct PEC ID (AF use)

Type in the number.

InDirect PEC ID (AF use)

Type in the number.

Training Source

Click the LOV. (Required)

Type -

Click the LOV and query, i.e.; %NV-%
for Navy. (Required for AR/NV/AF)

Acquisition School Source

Required for Acq Schools.

Method

Click the LOV. (Required)

Priority Indicator

Click the LOV.

Course Code

Optional use — clear text.

Decision Source

Click the LOV. (Required)

Purpose

Click the LOV. (Required)

PCS Cost Indicator (AR use)

Enter 1 or 2.

Local Code

Optional use — clear text.

Recording
Completed
Training
Step
1
2
3
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OTA - Recording Completed Training in HR, Continued

Recording Completed Training (continued)

Step Action
3
Cont’d
Data Field Action/Description
Activity Type Click the LOV. (Required for
non-defense agencies)

Course Name Optional use.

4 Click <OK>. Save your action.

Example

Completed Training Window in HR:

Major Claiman

Continued on next page
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Printing Reports

Step

Action

1

Select an OTA Responsibility.

2

On the Navigator Window — Reports — Submit Report
—<Open>. The Submit Requests Window displays

a field and select the report.

Click the Name dat

Reports - -]

Mame

Career Brief - Employee Only (CARBRF)

Career Enhancement Plan (CEP) (CEFRFT)

Civilian Training Momination (MOMRIP)

Education And Training Brief (EDTRER)

Initial Supervisory Training (Tao CCPO Training Officer) (JRBO-1)

Initial Supervisory Training Backlog Motice (JRBO-2)

Managers Training Budget Report

Mandatory OR Desired Acquisition Training (DOD 5000 520 (ABCERT)
Mandatory OFR Desired Acguisition Training (OO0 S000.52M) (ACCTERT)
Mandatory OR Desired Acguisition Training (OO0 S000.52M) (AICERT)
Mandatory OR Desired Acquisition Training (DOD 5000 520 (ALCERT)
Mandatory OR Desired Acquisition Training (DOD 5000 520 (AMCERT)
Mandatory OR Desired Acquisition Training (DOD 5000 520 (AP CERT)
Mandatory OR Desired Acquisition Training (DOD 5000 520 (AQCERT)
Mandatory OR Desired Acquisition Training (DOD 5000 520 (ASCERT)
Mandatory OR Desired Acquisition Training (DOD 5000 520 (ATCERT)
Mandatory OR Desired Acquisition Training (DOD S000.52M) (FRCERT)
Mandatory OR Desired Acquisition Training (0OD S000.52M) (PLUCERT)
MAF Civilian Employee Data Brief {MNAF-17)

Motice Of Completion OfYRA Requirements (TR-011)

Muotification Of MAF Personnel Management Course (MNAF-21)
Muotification Of Six (6) Month Orientation {MAF-20)

OFFICIAL RECORD OF TRAIMIMG (MW-112)

Trainee Periodic Evaluation {T-BEYAL)

Training Reguest Faorm DD1556 (DD 5562

WRA Training Plan (MNARWRA)

Muotification of Personnel Action

Regquest for Persannel Actian

Budget Costs Breakdown Report

Rleuistration Renort

The Parameters Window displays. Click the LOV to select the
employee name.

I_herRe uests Window displays the actions in different colors:

Refresh Data Find Reguests Submit a New Request
JIEXEE |Regisuation Report 153, Scheduled, SAN DIEGO, CA, .|~
30417 |Request for Personnel Ac 215, INMANJ
30410 Costs Br C MNormal 27,20,33..,... Y. 2001/11/11 00:0
30403 Registration Report Completed Normal 149, Scheduled, FT SAM HOUSTOI
30344 |Registration Report Completed |Normal 129, , ..
Hold Request “iew Details... “View Output
Cancel Reguest Diagnostics Wiew Log
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Setting Up Your Component determines the naming conventions and who will be
Local Codes responsible for setting up local codes..

Step

Action

1

Select an OTA Responsibility.

2

On the Navigator Window — Setup — Lookup Codes —<Open>.

3

The Quick Codes Window displays. With your cursor in the Type
data field, query for the code you need; i.e.,
TRAINING CENTRE.

Place your cursor on a blank row or click New Record Button. Type
in the new code. For this example, type in a new training center
(location) such as Detroit, Michigan.

Complete the Description data field The effective From data auto
populates with today’s date. Leave the To date blank or enter it
when you no loner need the entry.

Example of a Local Table:

sz Anplication Utilities Lookups

Access Level
\JESACTIVITY_SUCCESS_CRITERIA

ACTIVITY SUCCESS CRITERIA

(14 Oracle Human Resources

Successful attendance criteria for activity-hased events

Effective Dates Enabled

~ Code Meaning Description Tay From To [
A 01-AUG-2002
B 26-AUG-2002
C 26-AUG-2002
D
F

<]

<]

<]

26-AUG-2002
26-AUG-2002
SATISFACTORY 26-AUG-2002

UNSATISFACTOR' 26-AUG-2002

<]

<]

<]

<]

| I A
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